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Each PAK is designed to *be used in three alternative ways: 1 ) an individual 
user can wor,k thrbugh the packet ontiis own; 2) a small group may work co- 
operatively; or, 3) a group of parti ci pants ^may«b^ involved in a workshop 
situation under the leadership of a facilitator, Experience indicates that 
the latter is the most desirable situation. While" an individual m^y^ work . 
through the materials on hi^ own, hq. misses those shared experiences which 
come as learners interact in a group situation. . 



PLEASE Ni?TE 

Because this PAK will be. used by many people in 
your district J please mark pnly the-' worksheets 
supplied by your instructor. Do^ riot mark the 
pages of this PAK * Sample transparencies and 
worksheets (f^v duplication) are included in 
Appendices^ A and B. ^ _ 



If you are using PAK materials in a grtfup workshop situation, consult ^^\^ 
„Appendix A for detailed instructions- The diagram on the cover page and 
diagrams for Appendix A may 'be used to make overhead transparencies. 

If you are working through the PAK individually ^ follow the general 
directions listed-below: 

" "* . Read content of the PAK. . " . . " 

. ..... 

.. Refer to Appendix A, page 2, for additional instr'uctions, 

^ < ■ ^ . . Do the exercises m worksheets copies from Appendix B. 
(when included) / 

Read the bibliography (when included). 
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ORGANIZING THE CXDMMITTEE AND GETTJNG TO WORK 



Purpose , 

Much has been learned in the p^st two decades about ^inMolving people 
in group work. Making certain. Aat the group is properly set and oper- 
ating from the beginning can save hours of group time. This series deals 
with aspects of group process, basic communication skills and styles of 
leadership.. It is well to rememboc that should the trust relationship 
be broken, group effectiveness will diminish until ^ new trusty, can be 
estayiiched. An underlying trust in the other members^f the group is 
an essential precondition for effectiveness, 

A Foundation of Trust v. 

Effective groups do not just happen. In order for a group to function 
properly, with each person' dedicated and contributing, some^ very basic 
Arrangements dnd relationships must be set up, ^ Extremely important among 
these is a climate of- trust. 

* 

Many people .appl:o^ch a group situation with varying degrees of uncertainty 
and anxiety and a" set of feelings which must be overcome before they can 
personally contribute to the group. Some elenvents of trust are built up- 
on knowledge — about the purposeis of the group the background of its 
members, and more importantly, a feeling/of belonging to the group. Ad- 
ditional- elements of trust develop as people have successful experiences 
within the group. They become more confident about their contributions 
to : the group's efforts and, therefore, more trusting. Group -^mettiber's 
must believe that each individual has characteristics worthy of trust. 



GUIDELINES FOR SETTING UP A GROUP 

. *»- • * ■ ' ' 

1 . Determine the tasks (mission) of the group . 

' Often confusion arises in a group because no one know^ what kind of 
a meeting is being held or why it was called.' One o^ the first orders 
of business is to determine what the group is to accomplish at that 
particular meeting. 

An effective procedure is to have each meni^er of the group indicate his 
own perceptions of the task of the grou^). Record these on a big^heet 
of paper on the wall. After each has had hi? turn, aririve at a consensus 
This task list can-be referred to in subsequent meetings when some mem-',/^ 
bers stray from the task. 
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Establish ground rules . ^ ^ 

People, are generally more comfortable when they can openly discuss and 
agreq on how they want to operate as a group. Encourage the group to 
establish its own ground rules. 



J Some basic decisions that' need to be made include the following: 

4 

' a. There are several types of meetings; each calls for its^ own pro- 
cedures and type of leadership* Examples are: 

^ PROBIiEM-SOLVING , (leader/recorder) 

DECISION-MZVKING * (leader/recorder) , .. • 

PLANNING ^ ( leader/recorder) 

INFORMATIONAL (chairman) « 

° FEEDBACK/EVALUATION (chairman , moderator) 

^ TRAINING SESSION (trSiner) 

— What type of« meeting v;ill it be? " 

— What kind of leadership will be appropriate for this meeting? 

— What procedures are suitable for this meeting? 

« * • . 

b. Meeting arrangements? 

— Wliere will ^:he meetinao be held? 

— Hov often and. what cin^e? . 
' — How long will each meeting last? 

— For what length of time will the group continue to function? 
c Responsibilities of members? 

— What frequenc?^ of attendance is expected? 

— What demands* on members' time will be likely Outside the group? 

^ ' ■ "i.- 

d. Membership in the group? 

) . • ■ • • 

— Will new members be admitted? ^ 

— How will new arrivals be oriented? 

— How many members must be present to make a decision for the - 
entire group? "* . - : 

While not all of these questions must be dealt with immediately^ they 
will eventually need to be examined. As they are resolved, group mem- 
bers will feel more certainty about how the group operates. 



.8 



3. use qroup-mKinory tochniguca to ostabllah accurate g roup minutufe. 



Group memory techmquco are proaoduroo whereby each mem-- 
hcv of a groiii) atateo what ho remmhcro or pcraeiveo con-- 
cerning the jrowp'c iiotivitiea, deQUions wid/or progr^oa. 
A ncr each member hao^- contributed ^ ,thc group disouQaao my ^ 
diffaronceo and reaches agreement. This heoomea me memory 
of the group Pather than the memory of any one individual. 



one of the? often-heard complaints of groups is that the minutes of 
the meeting do not ,actf:urately reflect what took placoVat the meet- 
'ing.' GrQup-memoty ie an effective technique for assuring accuracy 
of the minutes and promoting group participation / ^ j^,. 

This^^nvolves keeping a record of what. is said on large sheets of 
paper on the wall. These sheets, cam be^ torn from butcher paper roll 
or newsprint purchased in pads. -The important thing is that what is 
recorded is open, referred, to,, and available for all to see and dis- 
cuss. It becomes " the grqup's minutes /' not one person's minutes. 
Ideas need not be recorded word for word, but it is essential that 
the grooap agrees' with the recorder's version of the ideas. 

' ■ ^ 

In addition;, group memory techniques: 

Serve as a visual record of the progress of the meeting. 

Respect individuals'— anybody's idea is important enough 
t6 write" down. " 

Depersonalize ideas. \ . S' . , ' 

Serve- as a psychic release d:nd free people to hear other ideas. 

Encourage individuals 'to remain open to the /viewpoints pf 
others. ' H 

Provide a permanent record of the meeting. 

In order to 'assure tKe success of this technique the group must 
assume at least three maipr responsibilities: 

•° see that their^ ideas are accurately recorded 

° see that the leader, and the recorder remain neutral 

• "and do not manipulate the group ' . 

° focus *all their energy on the problem " ^'^"^ 




Determine cptiaensus procedures * 



ComGnQUQ%\eanQ general agvecmint within the group, \ 



Consensus procedures lie CLt the heart of group decision-making ' . 
and Miction. It is important to note that consens^us.^does not mean 
complete' agreement on <k given issue. Consensus isv-ii useful ' 
strategy for decision-making in democratic task groups. {It! often 
leads to better solutions and stronger implementation because of 
greater involvement, of group members. It^ may require more.stime^ 
and effort, but the results usually justify the extra trouble in 
the long run. j 

Decision by consensus can be thought of in three stages-: 

1. getting out the information • » « 

2. findindg a solution « ' - » 

3. checking for agreement.. » . ^ " 

There <Ire skills that ban be developed that correspond with each 
of these? three stages. • 

Members must approabh issues with the idea that they oan accomplish 
their personal goals while other members also accomplish their de- 
sired aims.* This approach id called a win/win strategy, because it 
works wi*th the cooperative assiomption that both parties can reach 
^oaJ.s without negating or blocking other groups. It contrasts ^with 
the win/lose position which assumes that "if you moVe toward your 
goal, it automatically keeps me from reaching mine*."*. ' * • 

Here are some general guides which will assist you In reaching qbn-* 
sensus using the basic win/win strategy wherein both parties are 
gene^My satisfied and no one is completely disgruntled: 

a. Do not assume that someone must win at the expense of 

someone else losing when discussion reaches a stalemate. 
^ Instead, look^ for the i^ost acceptable alternative for 



all parties. 



' Avbid techniques' such as majority votes, averages,/ txadi nig, 
and bargaining which, result in apparent but -^oE" r^$il con- 
sensus. When a dissenting member finally agrees to a 
solution, don't feel that l^e/she must b^ rewarded by bein§ 
given his/her own way later. 

Avoid arguing for your own individual judgments. Approach 
the task on the basis of logic and facts. ^ 



d. Avoid changinq your mind only In order to reach agreement 
Qhd av6id confl'ict. Support only tSolutions with which 

• you are able to'£(gree somewhat^ at least, 

e. View differences o"^ opinion as helpful rather than a§ 
a hindrnnc6 in decision-making • ^ • 

Try to' involve every9ne in the d^cision-makinq process , t^irs- _ 
agre%ents can help form the group's decision, since tl\efe is h 
greater 'chance' that the group will adoq\*ate i^orutions 

through digesting a wide "rartge of information and opinions, 

' • \ If 

V 

^grr^tal^lish ^n effective group environment . 

This includes the establishiAent of ground ru\es and consensus procedures 
It .also includes an opportunity ■ for group members to express th^ir 
ideas ^and feelings at the first meeting ra\.her\than have fee^-Iings 
fester and piriipt at repeated^ intervals thiroughcJut the process\ 

This can >be -acQompiished by_ dividing into small g^rpups. Have e 
group ll^ on newspfTnt their concerns or. problemV about what i 
to do (mission)/. These can'^then be^po^rted out '^W discussed 




Blank 'name tags shoiild be provided at "the in^i^;,^;!' m^efeting so Wt 
group members eajj/pririt or write, their i^ames ^A^^fte^^ags^ Th§^. sho 
be advised to wrfte the name they tvant to be c^yi-edt ia[\^^^eir 
rather than their formal titles.. \ ' ^' ^ 

Individuals deserve the courtesy of an introduction. This should ^e 
accomplished in a way so that they feel comfortable about . theiiT parti- 
cipation in the group. In this way members learn about each other, 
thus aiding'in group ident;if ^cation and a feeling of group commonalit 
A suggestion might be to pair off tWe group, give the pairs five minu^\es 
to find out. the essentials (include their expectations for the group) y 
about each 'other and report it to the g^p^p, 'This ia. most important ev^ 
in case*- where group members have known'"" each other for years. 

Every agenda> should be open and dii^'-.ussed prior to :the meeting. This . 
permits additions r deletipns, and/or clarifications before anything is 
considered. It also redu'ces group mejnber uneasiness.. ^ ^ . 

^ ■ ' . ' 

The size' of each group'~alid the_f unctions it is to perform should dictate 
the meeting room arrangements; howeverr-some^ general considerations are 
in order. . , - ^. ,^^~r- 

1 , ' 

a. Try to arrange for a ^'neutral setting . Recreation 'buildings, 
eiub rooms and the local banks^are often available. This tends 
to place everyone on an equal footing. ' " 



b. AccamniadatiQnB should be comfortable, relaxing, informdl, 

« « 

'c. Participants should be encouraqed to dreoa informally, 
casually i comfortably. ^ 

-^-'djv Have refreshments available during the meotinq Instead 
^sof taking breaks, 

.,■ : '\ . 

e,. . Seating arrangements should fit the purpose of the mooting: 

semi-circles or circles are best 

— fcjcus tVie meeting away from the door 
foiuis the group on the group memory skills 

— put \stnall , groups in small rooms, large 
groups in large rooms. 



Establish conimunication 



Channels 



It is most important Vor' each committee member to recognize his 
responsibility not -only to the committee but also to the group 
he reptegents, IJo be ay good :t?epresentative one, must know the 
i^'deas and feelings of tHe group' he represents and be able to com- 
municate these fo the coiwnittee. . He must also be awar^ of his 
responsibility to rieport back to. Jihe group he represents what the 
committee is . doing. 

Additional hints for a more ^Vfective me.eting include : 

' ». \ 

a. At lefist one week before \the first meeting ~ set the 
time-/ secure a room, and s^end out a notice -with -a pre- ^ 
liminary agenda. 

b'. Come early — set up and arrWge the room — bring the 
supplies in -'.r set up the sheets for the group memory 
exercise greet people. 



c* Start on time. 

d. Revise the agenda, 
to , accomplish? 



\ 



Why are we..h^i:e? ^Wl^^t do we want 



e. Set a time limit — ho\y long wilO. it take? 
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Organize the revised agenda/ What's important to deal 
with first? A suggested breakdown for meetings:.- 

1. Information sharing/reporting 

2. ^Problem-solvingVdecision'-making 

3. General . discussion 

Important: Deal with' only one^item at a time. 
Assign tasks, - . \ 

Check with everyone — how do they, feel? 

. ■ . ■ ^ . • ^ "\ 

Review accompli^shmerits of the meeting, summarise and 
seek agreement, (Group Memory Techniques) \ 

Set the next meetiit^ time and date and develop a pre- 
liminary agepda.. : . 

Take the group-memory minute sheets off the wall and 
trans crilpe them. ^ ^ail the minutes, meeting notice, 
and prel^irSiiary agenda to the participants, 

'Put the room back in order, ' " ^' 
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SUMMARY . -J • 

' • ' " y . ' ' ' - • ■ ■ - ■ . " 

The group that is properly set up and operating cau save hours of 
group time, in later stages of the group/ s. work. Trust relationshi|)s 
among the members must be developed every early if the group ds to . ^ 
function effectively. ' 

' ■ ^. ' 

^ Once the group memb^ers know and" trust onife another there are specif ic 

group tasks 'to be accomplished. . It is necessary to identify these 
tasks in such a way that group consensus is reached. It is also im- 
' portant to establish ground rules such as kind of meeting, meeting 
arrangements, what is ext>ected of memb'^rs, and requirCTiei^ts for mem- 
bership in the grotap. 

: X T^^ recording of minutes can be achieved by using Group- 

Memory Techniques^ It is the group' s responsibility to, see that their 
V ideas^ are::adequately recordedv - ~ - , , . „ . 

Consensus procedures are useful strategies which often result in 
better solution^ and stronger implementation due to greater involve- 
ment cf group members. Decision 'by consensus includes three stages: 
(1) getting out the imfonnatiori; (2) finding the best solution; 
and (3) checking for honeist agreement. 

An effective group environment deals with the physical surroundings and, 
a -genefjal climate of inifonnality, friendliness and trust. It is better 
^to let' members express feelings at the first meeting than to have these 
"~ — f,eelings erupt in a later meeting. A well-planned meeting is ^ore likely 
* to give members a s^nse of satisfaction. 
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List of Training Models for 



Practice in Using Group 
Process Techniques 



AMPy Advanced Motivation Progrcun . 

" This'^program is a group process approach to motivation and voluntary be- 
havioral change. AMP involves a seminar with laboratory experiences for 
teacher,s, administrators, .students and school/community members. Write 
to: W. Clement and Jesse V. Stone Foundation^ 111 East Wacker Drive, 
Suite .510, , Chicago, .Illinois. " - 



.Practice in Using Communication, and _Prob^lem-Solving,,Skills>. _ - — 

This workshop is designed ^or educators -and. concerned citizens who are en- 
gaged in improving the quality of education and who require skills eriabling 
- them- to define and understand a problem/ as well as skills in communicating 
effectively with one anoiiher in working toward problem solution. Writhe to: 
School Improvement Process - Accountability Team, Colorado Department of 
Education, .^tate Office Building, Denver, Colorado 80203 

Human Effectiveness Training . - - 

This training is designed to increase the*" effectiveness of persons, in^ the 
skills and methods required to build and maintain good humar> relationships. 
Write to:'- Effectiveness Training Associates, 110 South. Euclid Avenue, 
^^asadena, California .91011. 

Values Clarification Workshop . - L„^^ ■ 

— — — -~ — ' " — ' ~ ~ ■ * . ^ ^ 

This; workshop ^is designed to train teachers, administrators and counselors 
in the examination of personal value systems and how to handle value conflicts 
The Advanced Workshop is designed to train trainers to conduct the basic worH-* 
, shop. Other workshops available* include Personal Growth Workshop and Human 
Relations-Wilderness Laboratory . Write to: Values Associates, P.O.Box 43, 
Amhersjt,' Massachusetts 01022; Human Values Institute, 601 Broadway , Suite 
#414, Denver, Colorado 00203 • ■ . ' ' 
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FACILITATOR'S GUIDE. FOR GROUPS 



Each PAK has been organized around a fundamental and widely recognized ■ 
generalization of how people leairn. Learning occurs more efficiently 
when an overview is- presented first. ' Succeeding learning experiences 
then take the person deeper into each concept adding more specific details. 
There may -be several levels of exposure until' real expertise is developed. 



Workshop Specifications 



I. Time Required:" 
II- Facilities : 



Two hours 

One room' for each 24 participants. " 
Pcirticipants to be_ seated; at tables 
. (inaximum of six per table) . Rooms 
should provide' adequate accpusticSs 
and physical comfort suitable for a 
workshop session* 



[II- 



Equipment & 
Material Needs: 



One overhead projector and viewing 
screen per room ^ 

Power extension cord (1 per room) 

Transparency sheets 

Grease jieocils 

Butcher paper 

Masking tape 



\Chalkboard, clialk, eraser 



Name tags (if necessary) 
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Workshop Activities for PAK #1,2 



The following sequence of activities is suggested ^ may be modified at 
your discretion. . " 



1. 20 min. 



2. 20 min. 



6Q min. 



20 min. 



Have participants read the materials 
on pages 1-7. Share questions and; 
reactions.- 

Divide into small groups to do Exercise^ 
#li Appendix B - 1. Howfever, if the^ 
trainer feels there is value in having 
the entire group become better acquainted, 
then do^ not divide into smaller group^s'L ' ' 

Individually and in small groups complete 

Exercise #2/^ Appendix B - 1 and> - 2^. 

-PaLrticip^jvts may-^fdcus updii "the traxfiing 
session, group itself or upon another group 
of winich^they .^fe all members, (professional 
organizations., faculties); Follow the 
directions given on the exercise sheet. 

Call attention to ""tlie ^Summary and biblio- 
graphy. Remind participants tp complete 
the PAK criti<Jue form in 'Appendix B and 
turn it in to you. ' 



NOTE: As quickly as, possible^ review . 

— ther-^r4^}ii^ue^-e3mi s for feedback 

information' that may be helpful 
during other workshops, 



Total time: Approximately 2 hours 
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APPENDIX B 



PAK: 1.2 Exercise 1 



Introductions . " , . 

•iRecoghizing that an introduction with basic information about each person 
is a st^'p toward the establishment of a 'group process climate, this exer- 
cise asks each, persop to introduce another person to the entire group, 

_i . . ■■■ " ' . " . ' * 

Directions to participants working in groiips : ^ 

Participants are to divide into pairs • They are to prepare introductions 
cibout each other' includling: <j . ^ 

<^-^ 1. Name J ' 

2* Community^ ^: " " ' ^ • 



3. Occupation 

4. Particular^interests, hobbies- or "claim to fame" 

: 5, Family 

6: Anything else of interest . . . . < 

Take 3-5 minutes^ to talk and 'then 1 - 2 minutes- to tell the gro about 
the personvyou have interviewed. Proceed with introductions until all in 
the group have been introduced^ 

. ' < - PAK 1,2 Exercise 2 ^ ^ 



Group Tasks , : . *" 

Prior to attempting to take action as a group it is essential that each 
perso% be informed as td exactly what the group is supposed to do at that 
particuiar meeting. One -very-use^u-l-way-to aecompli-sh-t^ to have 

group members specify what they feel to be the t^sks of the group. Group 
members can refer to"" this information in later stages .SLg 'tl)e need arises.' 

Divide particiiJarits into small groups. Individually fill^out a- worksheet 
like the one in Appeddix B, page 3 . Appoint • one person as a ;reporder. 

', ^ ' * . ' " - 

•li Next, each member shares his perceptions of the tasks so' that 
the recorder can make ai complete list. 

• ■ ■ ^ ^ ^ o.y : 

Note: RememB'ev it is the - group responsibility to see 
that al^ ideas have been aocur.ately ^vegovded. 

2. In your small groups, ifefine the task list oantll consensus is v> 
reached. ■ ' ; ' 



*■ 

PAK #1,2 




3. Now,, using large ^sheets of J^u-toher paper, each small group 
should.post on the wall its task consensus list, 

4, As a large group, r^ihe the several lists until consensus 
on one master list of tasks is reached. 



erIc 
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Exercise 2: Worksheet 



1. List t^heJgroup's tasks as you perceive them. 
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PAK |1.2 

Jxercise 2 ; Worksheet 
1. List the group* s tasks as your group perceives them. 



r 
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^ I PAK #• ' 

(Please fill in nuirber) 

PAK CRITIQUE FORM , ' 
Pltease give vour .assessment and coniments on" the following: ... 



PROGRAM ELENtENT 


■i ■ 5 

OUT- 
STANDING 


VERY 
GOOD 


FAIR 


POOR 


VERY 
POOR 


*3 

COMMENTS 


•J 

9 


!• The quality 6 relevance 
of the subject matter. 






If 


■ 




Sir- 


The appropriateness an4 
stfuctional .materials ; 












^ ■ ■ ' " . 


3. The timing or sequencing 
of the various items- 
presented.^ 












- ■ • , 


4. . The directing and 

as^istaiipe given on the 
exe^^cise. c 




■ 1 


■ 









.Other comments or suggestions for improving this PAK: 



If this PAK was used as part of a WORKSHOP training session, then please also com- 
plete the following:' 



^ PROGRAM ELBENT 


OUT- 
STANDING 


«very 

. GOOD 


FAIR 


/ 

POOR 


VERY 
POOR 


'. COMMENTS 


S\ The deployment,, grouping 
or planned interaction 
of the participants. * a 










r 




6. The productivity and/or 
usefulness of the 'indi- 
vidual wbrk session (s).\ 




i 










7v The domments. or as^is- 
• tance given to you on 
yoX'.T selected problem. 















